Tue Couxcil. For Topacco RrsEArcH—~U .S AL INC
110 EAST Suri STREEL
NEW YORK, N, Y. 10022

LITERATURE RETRIE\'AT;. DIVISION
ROOM 8OE

March 22, 1978

MENORANDUM TOR: Ms. Erown
rssrs. Decker
' Finnegan
Hoel

EG Jacob has asked me to forward the enclosed information, which
deals with the expiration of one of the Divisicn's leases.

Fhud

hY

Frecderick B. Giller

FBGC/as

Enc.

cc: E. Jacob
bc: r. Colby
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Tur CouxNail TOR TopaccO RI’.SEARCH-—-U.S.A... Isc.
110 TAST 5911 STREET
N EW TORK, ~N. Y. 10022

LWERATERERETRWVALDHTQON
’ ROOM <08

March 21y 1978

OFFTICE SPA £ F i r TTERATURE RETRIEVAL DIVISION

Z C OR E L

part oI the cffice space now occupied bY the Literature recrieval
niwision will not be available after January 31, 197%.

v
o

jease for the original Room g08 expires c0 January 3l 1979, there
no renewal option: and the owner has informed us +hat he coes not

zad to extend the lease pevond the expiration date. The sublease
the agditional space taken 1in august 1675 expires in 1989, but
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re is @& provision for cancellation effectlive January 31: 1279,
vicded Aotification of intent tO cancel occurs prior t© rpril 30,
8
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Tmere are certain advantadges to keepind the pivision in the samne offi:
iiging with c.7.rR. and the TobaccP Litigation rile, and 1 snéerstan’
a number of options will be open for office space at 110 E. 59t%
« for occcupancy in 1979.

c?ACE REQUIREMENTS

car present guarters are rather crzmped. and by December 31, 1978 ou=s
=aditicnal pudgeted staff and equipment will occuby vircweally all ths
=vzilable space ©n our premises. Thus, W€ will be concentrating in
our current area enough srasf and equiprent to justify an area of
approximately 14,000 toO 15,000 sguare feet of rentable space:

e have projected that a minimum of 15,000 sguare feet 0L rentable

-
will be reguired for the operaticn of the pivision through appYOXiTI
-re year 1983. (Refer to the attached pstimate of Five-Ysar Space
Requirements). The exact requirements will vary. depending on the

ratio of rentable tO useable space 2nd on the configuratica.

“he projection of 15,000 sguare feet 1iS hased ©n certain acgumptions
carcing +he long-term operation of the Division, including the acce:
~ne latest araft of the scope ©Of Coverade: the continued use of
v iminary catd pank to SLOrE and retrieve in-process Socuments, only
3 ) o ' syvices GIouPs installation of the DIV
c. (Refexr =C £he ztsacned vores tO LT

oy !

LG 2024259



4L

SUGGZETED PLAN OF ACTION

1. Give notice prior to April 30, 1978 of ocur intent to cancel our
cublease dated August 21, 1975.

2. Investicate openings for office space at 113 Z. 55th Street.
{# new lease should be signed no later thar Octcber 1978 to
allow three months for renovations)

3. In the event that suitable office space is not available at

110 E. 59¢th Street, investigate alterna~ive buildings.

CosSTS AT 110 E. 59th STREET

During 1977 our total cost for rent, including electricity plus real
estzte taxes and the usual escalaticns, was apfroximately $120,000 for
9,339 sguare feet of rentable space. These =mcarnts are the sums cf

ihe costs and square footage under cur jease dzted December 30, 1970
and our sublease dated August 21, 1&75.

RBased on tentative propesals by the buailding's acent, we estimate
that it will cost approximately $225,000 per ysar tc OCCUpRY 16,000
square feet of rentable space on the fcurth flcor. Of course, the
exact amount will depend on the final, necotiazed cost per sguare
Zont znd on certain tax estimates znd escalatizns. (The entire
fourth floor is available and consists of 12,510 sguare feet of
rentable space. The puilding's agent has mace a tentative offer to
take over approximately 3,500 sguare feet to rsnt on a short-term
basis - 3 to 5 years - with a right of first rsfusal granted the
Division at the expiration of each such short--erm lease).

TIn z2déition to increased rental costs of a
year, there would be a one-time cost of 2D
rercvations. I understand that tenzants are
credit equivalent to approximately one year's
lease is signed; this could be taken as a crecit
and/cr rent.

[=%
mately $100,000 for
~arily granted a
< when a ten year
<cwardé renovations

COSTS AT SOME ALTERNATIVE LOCATIONS

Locations near our present area: Rent nay rur &s high as $14.00 per
square foot plus approximately £1.50 to $2.00 per square foot for
electricity.

=3

[EERE I o {1 Ea o

ler Building: Recently taken over by Massachusetts Mutual and
elzborately renovated to clients' rezuirements and upgraded to

~he most modern office builcings in Marhattan. (This is

v the cnly "new" space available ir sressige building).
aprroximately $14.00 to $13.30 ger zsre foot plus elec-
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Lower Manhattan: Space is available at the World Trade Center, and
er s

probably at other locations, at about $3.00 guare foct less
than Mid-or Up-town Manhattan.

Npte that available office space appears to be decreasinc in the
Naw York City area, and costs are escalating rapidly. In the
published cpinion of ore real estate brokerage firm, lease costs
may increase as much as 25% by year-end.

Edal

Trederick B. Giller
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March 21, 1978

Estimated Five-Year Space Reguirements
for the
Literature Retrieval Division

Present ~dditicnal Total Sq.
Sg. Ft. Regulred* Requiremer
LCMINISTRATIVE:
Interview/Audit Rcoom 100
Storage Area 100
Conference Room 300 -
952 500 1,452
CCMPUTER SERVICES:
Acdditional Emplovees 200
Tape Storage 100
Computer Area 300
325 00 g25
EDITORIAL:
Conference Area 1060
Reference Area 100
Additicnal Employees 300
1,508 500 2,008
LISRARY:
Reference Shelving 150
Journal Collecticn Shelving 100
Document Storage 650
Reference Area 100
Accessioning Area 200
1,3¢1 1,200 2,791
SEARCH SERVICES:
Additicnal Employees 200
Reference Area 400
832 600 1,432
DATA CONTROL - PRODUCTION:
Proofreading Room 100
Additional Employees 50
Storage Area 100
Separation of Interfering
Functions 2G0 R
1,081 450 1,531
DATA CONTROL -~ INPUT:
Additional Employees 200
Proofreading Area 100
Filing Space ' 100
605 400 1,005
TOTRL USARBLE 6,894 11,144
TCOTAL RZINTABLE 9,25¢8 15,084
{+2Z% a2+ 110 Z. 59%th St.;
* These sstimates will vary Zesending on the
lavout coniicuraiion.
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DMINISTRATIVE

An increase in space is required for perscnnel and accounting
functicns to service present and predicted staff. Makeshift
arrancements now in effect can be eliminated by providing
storage space for record retention reguired by law and by

the acdition of an interview/audit room for personnel test-
ing, interviewing and screening and for use by accountants
and auditors.

The Division's conference room has been utilized for staff.

CCMPUTZR SERVICES

-
-2

h increased activity in computer cperaticns mandated by
reased 1nput scheduled refinement and editing of existing
ords, and increased User activity, provisions for a pro-
~mer are reguired for 1978, as are provisions for eventual
of a cdepartment manager.
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Increased tape, programming and dccumentation storage space
is reguired as the system grows.

It is likely that the Division will lease or purchase its
own computer curing 1979,

EDITORIAL SERVICES

This space estimate does not envision a significant increase
in Edi+torizl Services staff beyond the 1978 projections.
Space used by present editorial staff is not excessively
crcwded, but the configuraticn is poor. For sevanteen
persons, each cccupying 100 sg. ft., 1,700 sg. ft. of uszble
space would be reguired.

A small conference area ané a reference room for use of
microfilm reference material are reguired.

LIZRARY

Shelf space for our reference collection is inadeguate, and

it is estimated that the collection will increase by 5% to
10% per vear.

¥

Shelf space for our journal ccllection is inadeguate, and
~he need for additional space has increased dramatically
dva = the advisabilivy cof vezeaining back issues of kKey
Seurrzls ‘=0 facilizate retvoepective vefrisval of certain
sr-:clss and =o decrezse relizncs oo interlitrary Iczrn
JCcDleE .

LG 2024263

3 _ L



EY ]

wu

LIBRARY (continued)

Storage reguirements for fully processed documents will
probably increase by 50% within the next five years,
assuming the volume to be approximately 5,000 per vear.

Space for hard copy files for in-process documents can
increase as much as 200% within the next five years due
to the collection of lower priority documents as defined
by the Scope of Coverage.

.daltional space for hard ceopy files of HCS and RCP references
s

Space s needed for utilization of library reference material.
An increase in accessioning activities requires the addition

of one employee and the possible addition of cepying eguip-
ment.

SEARCH SERVICES

eased User activity has resulted in the need for two
itional literature analysts.

The present reference area is iradeguate due tc an increzase

in the amount of computer printouts and micrographic reference
material.

JATA CONTROL

The Production cperaticon reguires a oroofreading roon, adéition-
al area for data entry personnel (the current allowance of 60

sg. ft. per person is unacceptable by health and safety standardics
increased supply storage area, and the segregation of shredding
&nc mail operations from the camera and offset press operaticns.

~dditional area for new employees, plus area for proofreading
znd filing, are reguired.
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